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25 November 1953

MEMORANDUM FOR: Acting Personnel Director
Acting Chairman, Incentive Awards Committes

; SUBJECT: Meeting of CIA Incentive Awards Committee

: 25X1A 1. In accordance with the provisions of Regulation [ GGz

the CIA Incentive Awards Committee will meet on Thursday, 3
December 1953 at 10:00 A.M, in Room 223, Curie Hall.

2., For initial Committee consideration there is one (1)
recomnendation for Superior Accomplishment and eleven (11) em-
ployee suggestions. The recommendation for Superior Accomplish-
ment is outlined in Tab 1; the suggestions, together with the
evaluation prepared for each, are summarized in Tabs 2 through
12 and are supplied to you for your advance information. Flease
bring these incentive award briefs with you to the Committee
meeting.

3. In order to provide ample time for discussion of these
adopted suggestions and the Superior Accomplishment Award, it
would be appreciated if the accompanying briefs could be re-
viewed in advance,

'FOR THE INCENTIVE AWARDS COMMITTEE

25X1A

Attachments
Tabs 1 through 12
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SUPERIOR ACCOMPLISHMENT AWARD

NAME TAB_NO,
SUGGESTIONS _
NAME * SUGGESTION NO, . TAB NO,

237
303
585
279
380
596
233
532
LT3
248 11
AT 12

25X1A

et
QOUBICMEWN

LR SR S o pi s i T T T g

. The Office of General Services will present information to the
Committee relative to eriteria and standards for Efficiency Awards
to Agency Area Reecords Officers,

B R SR
25X1A

Mr, _, Speclal Assistant to AD/ORP will present
information relative to suggestion No, 237, Mz-._ 25X1A
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MEMORANDUM POR: Acting Chairman, Incentive Awards Committee

FROM: Executive 'Secretary, Incentive Awards Committee

SUBJECT: Award for Superior Accemplistment - ¥r. || KGN
REFERENCE: Paragraph 3a(4), CIA Regulation [}

1. Agency Regulation] ] and supporting documents from the
Chief, EE Division, DD/P, recommending the granting of a within-
grade pay increass as an award to G3=11, for super-
ior accomplishment have been reviewed to detarmine eompliance with
the standarda set forth in the above reference.

2. VMr. B supervisor has reouested that consideration be
given for the award of more than one salary step increase in view
of Mr, ‘unusually superior performance. Section 702(a),
Public Law 429, makes provision for only one-step increase within
each of the time periods specified for the grade (52 and 78 calen-
dar weeks), Howsver, since Public Law 110 gives authority to the
Director to determine the salary of employees, this additional step
increase, if recommended by the Committee, could be presented to
the Director for his consideration. For your information, two such
awerds were recomnended to and approved by the Director in September
1953; however, a similiar recuest for an additional step increase
was disapproved at the 16 October 1953 meeting of the Committee.

3. Mr. -compensation is less than the maximum rate for
his grade. He has received no previous advancement as an award
during the past 78 weeks--the prescrived waiting period for =z nor-
ma) periodic pay increase,

4. If the Committee favorably considers an award for Superior
Accomplishment for Mr. .l his salary will be increased from
£5,940 to £6,140 per annum, If an additional step increase is-
recommended to the Diractor, the salary increase will be to %56,340.

FOR THE INCENTIVE AWARDS COMMITTEE

- SEGRET~

Security Information
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28 October 1953

MEMORANDUM TO: Personnel Office

SUBJECT: Mr._ - Promotion of 25X1A

In accordance with Regulation I 20 April 1953, it is 25X1A
recommended that a salary increase for superior accomplishment

be approved, dJustification for this request 1s attached.
/s/

25X1A
Chief, EE

COPY

Ll R ila
A

Security Information
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FROM:

SUBJECT: Mr. _ Promotion of

1. Tt is requested that Mr. - be granted at least a one-step
inerease within his present grade of G3-11 as a reward for superior
accomplishment as authorized by CIA Regulation No. IR dated 21
Apl"il 19530

2. Subject has been in grade since September 1952 and has acted
as Deputy Chief of the INNMEEEE Branch during the entire period
as well as for many months prior to that date. His performance in
this capacity has definitely been of superior calibre. While assigned
duties as a Deputy Branch Chief, he has on numerous occasions and for
extended periods acted as Branch Chief during absences of the latter.
Furthermore, he has been responsible for the continued smooth function-
ing of the|jjjij Branch during a period when the Branch has seen the
Chief replaced on four separate occasions. In most of these instances
the incoming Chief did not have the opportunity of familiarizing himself
with the operations and procedures of the Branch and Mr. Il was able
to supply guidance and assistance of immeasurable value,

3. Subject's duties have encompassed almost every phase of activity
encountered within an I B-snch. He has developed and
established policy, plans and procedures; reviewed and analyzed opera-
tions; provided operational guldance to foreign missions; interviewed
and recruited staff and operational persomnel; provided general branch
administration and conducted liaison with and briefings of senior Agency
personnel.,

4o It is my sincere and honest opinion that Subject has definitely
merited more than a one-step increase., A request for promotion of at
least one grade is not being submitted at this time primarily because
of the fact that Subject has as yet had no field intelligence experience.
It must be pointed out that this has in no way been due to any desire
or decision of Subject but rather because he could not be released from
his present duties due to a lack of a replacement.

25X1A

€ 2

sHEL

Sacurity Information
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_ Enployee Buggestion Ke. 2_37
25X1A

, GS=12, Librarian, Referench Eranch, Library Division,
0ffice o sction and Dissemination

B. Sumary of tho Suggestion:

The suggecter proposes the use of 2 Russian Transliteration procedure
chart which he has designod so that untrained clerieccl and professional
enployees available thpoughout the Agency, especially in the Interim Assign=
ment: Branch, could be set to work extracting, in transliterated form,
info;::tion contzined in directordes, indexes, and journals printed in
Russ o '

€. Evalustlon:

The Assistant to Branch Chief, Soviet Branch, Office of Collection
and Diasm_inaticm bas supplied the Comnittee with the following evaluations

#The attached recammendation is a unique method for the indoctrination
of relatively lowmgrade personnel (noneprofessional ratings) in the
intricacies of the Russian alphabet. There is no doubt in my mind that
this system would work equally well with professional ratings to give thét

~ an "appreciation” knowledge of the Russian letters. This system has been
tooted on parsormsl at the Interim Aesigrment Branch, utilizing clerical ratings,
and was found most satisfactory. Personnel. without any knowledge of Russian
wore able to transliterate the 1951 Moscow Telephone Directory thus tacing
mich work off the hands of professional cleared personnel in the Branch.
The expsriment vwhich was attempted showsd that what was to be & six months
assigmment was sceanplished with the aid of the pool personnel, utilizing
the suggested methed, in a matier of scme three months. It is not possible
to estimate any financial saving, but it is possible to stete catagorically
that theé systen is excellent and should bs utiliged for the purpose of
giving unindoctrinsted clerks 2s well as nonelangunge perscnnel & sufficlent
appreciation for the Russian slphabet so as to permit their converting the
Russian alphobet into the equivalent English transliterations.

#Tn view of the apparently contirming interest on the Soviet Unlon
and the ever increasing emphasis being placed on the exploitation of Soviet
language publications it is believed that much simple routine transliteration
‘could be undertaken by unindoctrinated and non~professional clerical _
personnel after they have had the benefit of the proposed thussian Alphabet
Recognition Chart?=-if it is within my humble status to nome this suggestion.

nT believe that the suggestion should be utilized and edopted for use.

1 am also of the opinion that its adoption and use would certainly result
1n considerable saving in the tims of professional persomel..”

CONFIDENTIAL

Security Information
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The Speclal Assistant to AD/ORR further supplied the Committee with
the following information:

"The value which we attribute to the Employee Suggestion No. 237 1s
well illustrated by the importance which we asslgn to it in our textbook
for the ORR Russian Familisrizetien Course, & copy of which is attached
herewitho e :

He further indicated that at present three to four hundred employecs
are now using the transliteration chart and that training courses in its
use are given to OCD personnel, Courses have slready been completed and
it is plamned to extend the training throughout O0CD. -

. Saveral large projects concerned with IAB persomnel in extracting
information through the use of the Transliteration Chart are presently
underway with a considerable saving of anployee man-hours. Before the use
of the sugrester's chart, there were contimnual complaints from using
sources in regard to overlooked items for tranglation, etc.

During the first week of November, representatives of the Office of
Research and Reports consulted with the IAB for assigrment of additional
persormel to work on the dransliteration project.

Tnformetion has been obtained from the Office of Current Intelligence
indicating that that Office has very recently effected the use of the
Russisn Transliteration Chart for use by untrained persoanel. They in-.
dicate that the use of this chart has been most beneficial to them.

D, Recommendation:

Suggestions of the aforementioned type are difficult to evaluate
directly in terms of monetary benefits, although their intrinsic value
imay be of great worth to the Agensy. Therefore, it is suggested that
an award be considered by the Committee in keeping with the Scale of
Awards for Suggestions Jith Intangible Benefits.

*ZSD@/

CONFIDENTI/

Security Information
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Employee Suggestion No. 303
25X1A

A, Information sbout the Suggeater:
I . c5-7,Froperty Supply Supexvisor,Supply Div.,Logistics offico]

B, Summary of the Suggestion:

The suggester proposes ths use of mani.foid carbon éots throughout the
Agency in the preparation of correspondencs. ‘

C.. \ Present Methods

Except in isolated arsas throughout the Agency corrsspondencs is praeparad
by individual carbon and single sheet menifold papsr.

D. Proposed Method:

The suggester propozes that wherever possible manifold carbon soets bs
used in the preparation of correspondence,

E. Suggester's Estimets of Costs and Savingas

s. Carbon pa{)er (choapest variety)8x10% bz 100 shests, 56¢
b, Manifold peper 08x103 500 shoets, OL¢
¢, Manifold carbon sets Bx10% 500 sets, $1.75

Assuming the use of a sheet of carbon paper (a.) is used approximately
10 times to sach sheet and using as a basis 10 letters per dsy with original
and five copies %o each, the following savings are astimateds

(1) Total coat for 100 letters using manifold paper and carbon, 81,12
(2) Total cost for 100 letters uaing manifold carbon sets, 3175,

Figuring as a basis $3175 per annum (GS=l) as the average salexry of
typists and stenographers the hourly basis may be computed at $1.52 par
hours

(3) Average time used preparing 100 letters with paper and carbon, 3 minutes,
(L) Average time used preparing 100 letters with manifold seis, 1 minute,
(5) Eoté% cont 'of time used preparing 100 letters with paper end carbon,

5?70 °
(6) Total cost of timo used preparing 100 letters with carbon sets, $2.56.
(7) Total cost of preparing carbons with present method, $8.72. :
(8) Total cost of preparing correspondence using proposed msthod with

carbon seta, $4.3L.

84,41 savings per 100 lettsrs.

(?) Figuring approximately 5,000 pieces of corregpondence per day, the
savings would amount to appro:imately $220 per day, or $57,200 per
year. This estimate is based on stock issus of paper and carbons
throvgh Supply Room.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100090003-4
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P, Evaluations

Tha logistics Office has supplied the following informstion to the
Commlibees '

u,,..Comparison with respact o cost of the manifold sets
versus monifold paper and carbon paper ag shown in the suggestion
1s not entirely correct. The cost of 18 1b, menifold peper is
gpproximately $2.20 per thousand or .0022 per sheet, cost of
carbon paper »62 psr 500 sheeis or ,0062; assuming thab you use
tha carbon paper four times, cos% would bs 0018 per shset, add
$o 0022 = .00LO cost per carbon and menifold paper per sheot,
maltiplied by 500 = $2.25 per S00 sets, Compared with cost of
manifold carbon sets which is $1.75 per box, savings per 500 sels
would be .50, (Agrees with suggester's estimata,)

1t is bslieved that manifold carbon psper sets would be
widely used and it is recomnended that the item be established in
the Agency as a regular stock ltem, It is not believed, however,
that this item would replace the use of carbon and manifold paper
as the manifold sets are normally inferior to the single sheet

menifold and carbon paper.”®

The Chief, General Services office has supplied the Commlttee with the
additional information following:

1., ®Time and motlon studies conducted by management engineering
firms, and the experience of guch agencies as the Veterans'
Adminiatration, heve indicated that savings oen be realised
through the use of manifold carbon gets (trade name, nletierex®).
The genersl). use of Letterex 18 further recognized by the Genoral
Services Administration which 1ists this item in the Federal
Supply Catalogue. It is therefora recommendsd that the suggestion
bs adop‘bﬁd- '

2. An aversge snnual savings on which to bass an award hes not
been estimated for the following reasonss

a. There are no available records on which an estimate
of the Agency's production of letters and memoranda can
be baged,

b, Copy requirements vary considerably and with the
advancemont of the Correspondence Management Program, the
olimination of many extra coples is snticipated.

c. Although studies have provided estimates of time saved
through the use of Letterex, common sense dictates a
judicious use of such estimates except where savings in
nproduction® typing (1.e., individusls devoting a full
day exclusively to t.ypings are being considered.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100090003-4
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in view of the fortcgolng, it is thorefore recommonded that
tha suggzester ba granted an awerd bassd upon the Agency-wide
intanzible zavings in the forme of: Incrsased productieon of
correspondsnce without en increase of personnel; and highsr
worale and betier working conditicns resulting from less hendling
of carbon psper by typista,

The Records Manegemsnt and Distribution Branch propossa to
include instrustions on the uvse of Letterex in the Agenay Correo
gpondence Menugl currently being revised. In the interinm, _
information sboud Isttersx will be dissominatsd to Aroas Records
0fficers in an lssus of the Records Menagsment Bulletin., Pro-
vision for stotking Lettorexz in the Agency supply system will bo
coprdinated with the Logistics Office,"

The Deputy Chief, Oeneral Ssrvices, has informad tha Commitiee that
z;he Conteet Divielon, 00 and the ngﬂ,stiea Office has now adopted the uvse
of mmﬁ‘@ld cazrbon sets in the preperation of soms raports. -

3. Reopmmendaetlons

A telephons inguixy by the Secrstary of ths Committes to the Dsputy
Ghief, O0S slicited the informestion that the estimate of savings contalnad.
in B 89) ehove should be considered as not more than 500 letters per day .
in his opinion, Thorsfore, besed uvpon this approwximalbe estimato, savings
would be £5,720. It is recommended that the Committae, if in accord with
the sbove, consider an sward of $175 in keoping with the Tsble of Awards
for suggestions with tanglble savinge.

Ncee
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Employee Suggest on No. 585

A, Information About the Suggester:
25X1A -, G5-7; Code Supervisor, Signal Center, Office of Commo.

B, Summary of the Suggestion:

The suggester proposes that supply rooms stock pencil sharpe
ener blades, so that procurement of a complete sharpener is not
necessary every time the blades bezcome dull.

Co Fwaluation:

On 6 November 1953, the Logistics Office advisad the Committee
that recormmuendation had been made to the Supply Control Staff that
cubters be stocked for issue.

D, Estimated Savings:

Based on 1952 figures, an estimated annual savings can be
developed as follows: :

#1e17 Cost of pencil sharpener

59 = Coat of cutter
0.58 « Difference in cost
X 750 « Calculated annual consumption
135,00 « Estimated annual saving

Some allowance should be mads for the fact that some sharpeners
will become useless beyond salvage each year, and in such cases the
complete instrument will have to be replaced. Replacement of cutters,
however, can be made easily and quickly, and lavor value so consurmed
should be disregarded.

Fe Recommendations:

It is recommended that, in keeping with the Table of Awards,
an award of 125.00 to tne suggester te considered by the Committee.

old_—
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Security Information
mnployee Spggestion No, 279
Lo  Information About the Sugrasters

25X1A ., CS-11, Intelligenge ngicgr,_ Foreign Documents
Division, Office of Operations |

25X1A

Ba. Bwmmary of the Sugrestions

25X1B

C..  FEvalnation:

The Deputy Assistant Director for Operations has informed the Cammittee
that the cuggestion is believed to be s good onc which, hevever, wonld not
result in monetary savings, He suggests further svaluation by the OCD Registers
and Geography Division of ORR.

The Chief, Foreign Documents Division states that "it. is believed possible
that the Registers of OCD and Geography Dlvision, ORI, night be spared scme
time in reseanch and confusion in detemining the proper deslgnation of an
industrial installation title or a topographic feature, if a standard presenta-
tion of such data wore adopted by all reporting units in the intelligence
conmonity ¥

The suggestion was further referred to the Office of Collection and
Dissemination, and the CIA Librarian, OCD, has informed the Committee that
they are concerned orly with that part of the suggestion concerning standard-
ization regarding foreign abbreviations. He states, YAt such time as the
Library publishes its list of foreign abbroviations, the original abbreviation
will appear first followed by the origzinal complete title, and the English
translation of the original complete title. A1l of this will be checked and
approved by FDD before publieation, . There will be no savings to our operations
realized by this suggestion.®

CONFIDENTIAL

Security Information
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On 12 October 1953, the CIA Librarian informed the Executive Secretory
that the suggestion will be implemented during the caning apring when the
Library publishes its 1list of foreign abbreviations for Agency referente use.
The Depuby CIA Librarian was questioned by the Secretoxy of the Comittee as
to whether or not this suggestion could bo considered a part of regularly

assigned responsibilities, to which a negative reply was glven,

That part of the suggestion dealing with foreign names of _ 25X1B
streets, otc, was belisved to be impracticel by the Chief, in that the STATSPEC

cogt would groatly exceed the benefits to ba derived,

D Becomendations

Tt is recommended that the Committee consider an award in keeping with
the Seale of Awsxds for a suggestion with intangible bensfits,

Y (o

CO: ™ INTIAL

Securi., information
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Enployee Suggestion No, 380 )

A. Information About_the Susgestert
25X1A ., cs-11, Fiscsl Accountant, Finance Division
B, Summary of the Suggestions

The sugpester proposes that interwoffice memos be answered by a
brief note in longhand on the face of the original memo, or, if mors
space is needed, the reply be typed on the back of the original. It
i further proposed that the mmber of coples of memoranda and other
material be kept at an absolute minimum, (The above are two of nins
propogals included in the suggestion-=the remaining seven were cons=

sidered to be either already in effect or nonadoptable, and are not
herein contained,) '

C. Evaluation: .

The Office of General Services has evaluated the suggestion as
follows?

n,,.7, TItems 7 ond 8 of Suggestion No, 380 pertalin to reduction
of the mumber of copies of memorandums and other material pro-
pared by offices. Evxisting 4natructions in the Correspondence
lianual preseribe the number of copiea. The nmumber of copies
can be controlled by the originating office. Preparation of
interoffice memorandums providing for the preparation of a
reply in longhand on the face of the original letter will save
considerable time and paper. It is a good suggestion and
should be used where appropriate throughout the Agencye.e.

19, We will incorporate the intent of Items 7 and 8, Suggestion
380 in our revised Correspondence Procedures and Instructions
now in progress of preparation,®

Be Recommandations -

1% 48 recommended that the Committee consider an award to the
sugrester, the amount to be in kesping with the Scale of Awarde for
suggestions with intangible benefits.

{1k
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Ag I;;f’qmgtiogl About the Surzesters
25X1A , GS-13, Operstions Officer, EE, DD/P

B Smr‘ma [+) the Sugrestions

~ The su-pgester proposes that two soffee lines be sstablished in ¥K#
Building cafeteria during the forning coffee hours {0830 to 1000), one
of which would be reserved exclusively for persons who want only one cup.

Ca Former Methods

It is contended that too many hishesalaried employees were being
foreed to wait in line an unreagonable length of time for a single cup
of coffes while lower-salaried persounel ordered as many 85 ten cupsc
At an average hourly rate of §3,00, every 15 minutes a professional
employee was forced to wait in line cost the Govermment $0.75.

D Bralustion:
On 3 November 1953, the Chief, (enexsl Services, advised the
Camities: ‘ , '

WL, At the present time three (3) coffee lines are open in the
morning for the following purposes: :

ag.;j ‘Line No. 1 (extreme east side of cafateria) is
estahlished to serve individuals desiring one cup of
coffes to drink in the cafeteria.

. 'bs Lines No, 2 is a self-gervice line for those who
 wigh %o drinlc in the cafeteria and for carry-outs.

¢4 Line No. 3 1s for carry~cut service ordy.
#2, Arrangements have been made with the Cafeteris Managera to

have signe installed at or adjscent to these various serving
lines indicating types of services.

n3, Tt is the opinion of this office that if Agency personmel
adhere to these signa, the results will be favorable.," -

£. Pregent Method:

The Office of General Services has advised the Comittee that the
above mentioned signs have been installed, and that as 2 result thers
has been a great improvement in service. '

¥, Recormendations
It is recomended that the Committee consider an award to the

" suggester, the amount to be based on the Scale of Awards for suggestlons
with intangitle beneflits. ﬂ) ‘ g '
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mmeloyoe Suggestion Noo. 233

A, Informstion About the Suggesters
25x1A IR 659, rtelligonco Officor, Materials Division, OBR

Be. Sumnary, of the Suggastions

The suggester propeses the congiruction of & sidewalk ad Jacoud
o the brewery on 25th St., N. W, The strest itself is uwoually very
dirty and is often full of water holes. The primary objection,
however, is the safety hazard oreated by the simultaneous use of
the road by pedestrians and antomobiles.

G, Evalustion:

The suggestlon was referred to the 0ffice of General. Seﬁiﬂes
on 9 April 1953; on 1 July 1953, that 0ffice advised as follows:

#,..In ascordance with the suggested action, this 0ffice
requoezted the cooperation of the Engineer of Streets, Government
of the District of Celwmbla in jnstalling a’sidewalk along the
‘west side of 25th Street to alleviate the present hazards.  Approval
wag grented ond the constructlch of a rolled cinder and burnt
asphalt sidewallc recently has been completeds S

"ije ean see no direct menetary gsavings to the figency as a result
of this sccomplishment. It is our opinien, however, that the em~
ployee deserves merit on the basis of his contribution lo the
improvenent of employee merale in helping ¢o rectify a hazardous
gituation,.”

D, _Recormendation:

Tt is recomended that an award to the suggester be consldered
by the Committes in kesping with the Seale of Awards for a safety
suggesiion with intangible bensfits.

ko0
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lmployee Buggestion Mo, 532 '

A, Information About the Sugrssters

25x1A [N s 0S=12, Investigator (General), Security Division,
Inspection and Security Office

B, Summary of the Sugrestions

. The suggester proposes that the operators of the Blind Snack
Bars be made to adhers to the posted opening and elosing hours:
It is contended that a large amount of time is wasted by employees
vho make trips to the snack bers, only to £ind them closed at timen

when they should be opsn, ' :

C.. Evaluations
On 13 October 1953, the following evaluation vas recelved from

the Chief, General. Services Offices

n1, . Aetion to insure adherence to scheduled vopening and closizig
times by Agency Elind Stands and Snack Bars has besn initiated
by this Offica. , )

"2,  Through investigation with the Society for the Hind, it
has been determined that certain Hlind Stands in Buildings I,
dy K, and L have been guilty of closing ss muech as one half
hour prior to their scheduled time. Accordingly, orders have
been issusd by the Society that sll stands are to open prompily
at 8:30 aa, and close no earlier than 4130 pan. Signe will
be posted to this effect in order that &ll employees may be
acquainted with these times,"

D, Regorm gxzdatiom‘
It is recommended that the Camnittee consider an award to the

suggester, the amount to be in keoping with the Scale of Awards for
suggestions with intanglble benefite,

b
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apdeyer wupgestion Noo 495

As...nformotion About the Suspestefs

25X1A , 08-11, Operaticns Officer , EE, DD/P

Resignad 28 August 1953

Be...Sumsry of the Suppestions

The suggester proposes that a securidy vlolation be cherged
against employees who neglect to turn off alr-conditioning units -
when sscuring offices in the evening, It was further proposed
that a custodian be assigned to each air-conditioning mechine.

8. Inaluations .

On 9 Oelohar 1953, the Chief, General Services Offlces, ad-
wised the Cormities that for some time it has bsen the practice
of the Securiby Office to consider faillure to turn off elsctrical
squipnent as a minor violation, However, as no repulation to this
sffont exlists, the Generel Servicss Office 1s dssuing a bulletin
roquosting employes cooperation in this regard, and the Security
0ff4ea ie also plamning to fssus a notlce in its forthcoming
guarterly bulletin vequesting sll employeos to include the praciice
of tirmning of? slectrical equipment as 2 part of thelr regulax
security duties at the end of each woiking day.

Savinga to be reslized as a result of this additionsl measurs . -
are imdstorminate, however, sincs there ie no way of calculating
the wiclations pregently oecuring, However, the 0ffice of General
Serviees has indicated thab, of greater importance, is the safety
hazard which would be avoided were the machines secured at the end
of the woyking day. Yo dste, General Services has reported at least
o fires which were started by alr-conditioning units which were
lef% unattended and running after office hours. Both fires neces.
sitated calling the Metropoliten Fire Depariment, and becavse of
gsecuprity reasons, 1t is believed that any measures taken to avoid
similar instances are well worth-uhile.

D  Recommendations

It 1s recormendad that an award to the suggester be considered
Wy the Comitbtse with the emount being detemmined in keeping with the
Seale of Awards for sugrestions with intangible benefits.

h20
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Ao Infoveation Aboul, the Surresters

25X1A GS«3, File Clerk, Processing and Records Divisien,
Yorsonn Tice A

Be...Sumeaxy of the Supgestiop:

The suggester proposes that emoloyees who are onn wnvouchered funds be
informed, either by their branches or at indoctrinstion, of the possibllity
of obtaining loans from the Credit Union, The suggester feels that such a
system would eliminate the need for a large nuzber of credit checks, and
would reduce credit check phone callis at the Personnel Office by aboubt 100
per month,

Ca. Evalustions

The Chief, PRDS, Persomnel Office, supplied the followlng initlal
evaluation to the Coamittes on 11 June 1953:

_ ¥, ..The Personnel. 0ffice would favor any reascnable action dezigned to
reduce the current volume of credit calls, cspeeially when the indie
viduals are compensated from unvouchered funds and should not affiliate
themgelves with the Agency. IL is believed that subject suggestion
shovld be adopted through publication of an Ageney Notice om this subjecd
for distribution to all cmployseBeocee"

The Daputy Compiroller concurg with the above.

On 16 October 1953, the Chief, PHUS notified the Committee that the

Persomnel Office was assuming responsibility for adoption of the sug- -

gestion, (this Office has since issued FDM 88-53 on the subject), and
added that a resultent savings would undoubtedly be realized by that
Office through receipt of fewor phone calls. No adequate basis exists,
however, for sstm&ting the per anrm smount of savings, but & check with
the employee presently responsible for receiving credit calls in the
Personnel Office has revaaled that en average of 20 calls(of which
spproximately 1/3 are unvouchered employess) are received daily, and
which require from thres to twenty minutes each for supplying the desired
information. I% was further indicated that the time for handling credit
calleg involving unvouchered employess ranges from ten to twenty minutes.

D, __Recommendation:

It is recommended that an award to tho suggester be considered by
the Conmittee, the amount to be detemined in keeping with the Scale of
fwards for suggestions with intangible benefits,

CONFIDENTIAL %Y
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Fn € oanaem £ g s €3I 73 b T~ .
Bt fugnzsiion Noe &k i

A, Infoymation About the Suggesters

25X1A B CS-i, Avpointment Clerk, Processing and Records Division,
Peraonnel Office (Resigned 30 Cctober 1953)

B, Sumary of the Suggrestions

The suggester proposes that ali CIA bulletin boards be partitioned
into four sections by use of painted lines or black scotch tape. It was
further suggested that the first thres divisions be headed TRANSPORTATION,
HOUSING, and MISCELLANEOUS, and that the fourth section be left witheut a
noading and used for CIA (or other) Posters.

G, Present Methods

The present method of blackboard ubilization is to place any type of
notice anywhere on -the bulletin board with a resultant hodge=podpe of
notices, Anyons looking for a specific type of advertisement must spend
a preat deal of time scanning the entire board,

D, Propoged Methed:

Tha proposed method would group notices of a similar nature in one
gection of the board, and would thus provide added convenlence to readers,
plus cutting down the mumber of employee=hours spent reading noticea,

E._ Evaluabions

~ On 20 October 1953, the Deputy Chief, Plans, Research and Develop-

25X1A ment Staff, Personnel Office, advised the Coumittes that, although
Agency regulations do not presently provids for stration of bulletin
boards by the Personnsl Office, proposed Regulation , Employee '
Serviess, contains such a provision, and it is anticipated that this
Regulaticn will be epproved for publication in the near future. There- ,
fore, sdoption of the suggestion igs believed possible and will be effectodys k-
by the Services Branch of the Personnel Office as soon as regulatory
authority existe as a basis for such action,

Although it would be difficult to estimate monetary savings, the
Improved appearance and inereased utility of the bulletin boards should
warrant approval of a naminal cash avarde

F. _Recormendations

AT TE

It is reccmmended that the Committee consider an award to the
suggester, the amount to be in keoping with the Scale of Awards for
suggestions with intangible benefits,

S
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